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SUMMARY OF ALL CRTTIQUES
from
Firat Three Workshops

From 126 students we collected 120 critiques.

The first question asked what part of the Wakshop the students found
Interssting, Besneficial, and Informative, and in ths opposite valn Not Useable,

Favorable comments wers evely distributed. Fach i1ddividual item on
the Program was commended by the students, A detailad breakdown of
thisz question and replies is in TAB J.

The parts considered not useable by 16 of the 120 shidents included:

)i declared the Subject Numeric System jkself was not useable .

{ rsjected the slides. 6 the first day and 1 the second.

2  would forego the Background remarks

3 would not use parbtas of | | talk, STAT

(With changes in presentation for the second and third workshops,
no one objzcted to the background, ths slide=s, or talk STAT
at the fina) Workshop, however, 3 still quasstioned the Da&Ec I'iling System)

The sscond queztion askad if the 3ystem was used in their offices, did they
5till fmel they benefited enough to make the day worthwhile.
and the szscond part of ths quastion asked "Or-~if you don't use the System
was the Workshop bsneficial for your sxiszting filing duties?"

For part one, 68 aaid yes, 2 said no, L6 left it blanlt, and L said not anplicable.
Tn part two, 69 said yas, L said no, L3 left it blank, and )l said not applicable

(Some students answered hoth parts, confusing the final todal. However,
the answers did help in pressntation improvements.)

Question three asksd if they would encourabe offices to use this Filing System.
68 answered yes, 3 said no, and LO 1laft the answ-r blank.

(Presentation improvamsnts increased yes answers to Ll of L6 replies
in the third Workshop.)

Question four asked if the student could install the Subject Numeric Filing
System after this Workshop tralning.

98 =aid yes, 5 said no, and 1 left it blank with 3 saying Not Applicable .

(This is the most encouraging figure deduced from the 120 replies)
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Summary of All Critiques (Cont'd)

5« Question five, in two parts, asked what points should be alaborated
and what 1tems should be added in future Filing orkshops.

Elaborate on:

More sample letters to practice on in Workshpp

Cost of filing and sfficiency or savings poz=sible

Filing of case and project files and other unique or special files
Standardized filing Agency wide and its snforcemant

Tocation of matsrial in DD/P

What to retain and who's decision it i%.

Add:

More sample letters for Workshop pr actice
Ratiring of files and records control schedules,
Filing of RYBAT and TOP SKCRET msterial
Operational Filing Procedurss

Dastruction of material

Area filss

ée Question six asked who they felt should attend these Filing Workdops

The greatest number said "Supervisors and bosses"

Other replies included "evervone who filss", "Analvste,! "Secratariss" and
p 3 )

"Administrative Assistants.!

Te Trom the final qusstion, "Remarks" we gleaned revealing and useful
comments as well as much welcome and livish praise for the Workshop, such as:

Excellent way of filinp
Matarial anplies to my office
System has many advantages
Handbook will be helpful

We have many old records. T will see my Records Officer about our Scheduls.
Givs us more on Records Schedules which are naglected in offices.

Conzider Supervisors removing and loosing papers without telling clerks.,
Made me conscious of cost and need 1o retire records.

T will ba mores sure of mysslf after this course.

Doss not apply to me, but my Secretamry's files need correcting
System does not apply in my office
Does not apply to me, I am a Secratary not a File Clerk.

More should attend workshop

S3ince everyone files or wearches at some time or other, this will help all.
Workshop should be held 2 or 3 times a ymar,

Make it longer, Make it 2 half day¥ sessions. Make it only & half day.
File room and registry personnel should attend. .

Vary baneficial refrssher course.
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